I, JANSEL JOI C. VILLAS, of the

INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)

NIVERSITY LEARNING COMMONS (LIBRARY) commits to deliver and agree to
attainment of the following accomplishments in accordance with the indicated measures for the period JANUARY TO JU

23.

VICENTE A. GILOS

Vice President

EXHIBIT B

rated on the

Actual Rating
MFO & PAPs Success Indicators Tasked Assigned Target Accomplishment [Q1 lEles-l Ad Remarks
UNIV MFO6: GENERAL ADMINISTRATION & SUPPORT SERVICES
OVPPRGAS MFO 1. |PI 1. Efficient and customer-friendly Entertain visitors/ clients zero zero complaint
Administrative and [frontline service with zero complaint served | complaint
Support Services
Management Pl 2. Effectively acted
administrative/financial documents
Number of financial documents Prepare and process 10 30 5|5|5]5.00
prepared and processed (petty cash financial documents
replenishments, JO Payroll, etc.)
Number of administrative and financial |Prepare and process 20 200 5|5|5]|5.00
documents prepared and processed  |administrative/ financial
(DTR, Leave, Application, Travel documents on time
Request, Cash Advance, Trip Tickets,
RIS, etc.)




Number of incoming/outgoing Receive and record in- 100 300 5.00
documents received and recorded coming/ outgoing

documents for VP's action
Number of communication and other  |File communication and  [100 200 5.00
documents filed other documents
Number of communication Disseminate 100 100 5.00
disseminated thru hard copy, email and |communication thru hard
IP copy, email and IP
Number of documents acted as a Forward documents to 20 50 4.67
messenger next office after VP's

action
Percentage of calls received Receive incoming calls 100% 100% 5.00
Pl 4. Administrative and Management
meetings effectively chaired
Pl 4.1 Attendance to meetings/
seminars/ trainings/ workshops/
Orientation & Conferences
Number of meetings/ seminars/ Serve as a secretariat 5 3 4.33
trainings/ workshops/ Orientation &
Conferences assisted and serves as a
secretrariat
Number of prepared Prepare needed 5 3 4.00
workshop/training/activity Documents |documents for
(Notice of Meeting, Program of Workshop/Training
Activities, Attendance Sheet,
Training/workshop Materials, venue
and food reservation)
Number minutes of the meeting Prepare minutes of the 5 3 4.67
prepared and transcribed meeting
Number of certificates prepared and  |Prepare certificates of 5 5 5.00
layouted participation and

appreciation




Number of meetings/ seminars/ Attendance to meetings/ 10 10 5.00
trainings/ workshops/ Orientation & seminars/ trainings/
Conferences Attended workshops/ Orientation &
Conferences
P1 5. ISO aligned documents for at
least 1 core process
Number of records filed and controlled |Control and file documents 50 100 5.00
for ISO
Number of Quality Records Matrix Receive and submit QRM 4 2 4.67
received and submitted
Number of Quality Records Matrix Prepare and submit QRM |4 2 4.67
prepared and submitted
OVPPRGEA MFO 2. |PI 1. Proactive submission of university
Planning, reports/ plans and documents
Management, and |prescribed by DBM, CHED-HEMIS
Monitoring CHECKS, PIPOL-NEDA & VSU Annual
Services Report
Number of Physical Report for Consolidate BAR Quarterly 3 1 4.67
Operation BAR (Quarterly Report from Higher
Accomplishments) Education, Advanced
Education, Research and
Extension
Percentage of DBM Quarterly Report  |Monitor submission of 100% 100% 5.00
(BAR) and Physical Plan (BED) BAR
Number of Physical Plan targets for Prepare data for BED 1 1 5.00
Budget Execution documents (BED 2)
Percentage of Annual Report Monitor submission of 80% 100% 5.00

submission monitored

Annual Report

P1 2. Efficient Planning and Monitoring
Services




Number of draft memo prepared and |Prepares memo and 2 3 4.67
disseminated disseminates
Number of consolidated Consolidate output from |1 2 5.00
workshop/training/activity output the activity
Percentage of office followed up for Follow up office for non- 85% 100% 5.00
submission submission
Pl 3. Collaborative and regular
monitoring of the transparency seal
Number of times transparency seal Regularly monitor VSU 22 50 5.00
monitored transaparency seal
webpage

Number of data received for Receive data for posting (20 50 5.00
transparency seal posting (all financial
documents)
Percentage of data received posted on |Post data to transparency 100% 100% 5.00
time seal
PI 5. Promptly provide data needed for |Provide data needed for 100% 100% 5.00
VSU budget proposal VSU budget proposal

OVPPRGEA MFO 5. |Number of Inspection facilitated for Secretariat in the 2 No

Other Functions |University Inspectorate Team Inspectorate Team inspection
conducted
Best Practices/ |Created online storage and digitalized
Innovation documents for easy access and

retrieval with the use of google drive

Total Over-all 4.86

Rating




Actual Rati Remarks
MFO NO. Success Indicators Task Assigned Target |Accomplishment [QqE2[T3] A4
UMFO 5 Support to Operations
VSAS STO 1: 1ISO 9001:2015 ALIGNED DOCUMENTS
LS STO 1 P1 1. No. of quality Facilitate quality 1 Tobe
ISO 9001:2015 aligned |procedures prepared, procedures document accomplished on
documents and reviewed and/ or revised review for revision the next rating
compliant processes period
Pl 2. Percentage of 5S Implement 5s at the 90% 95% 5|4)|5 467
implementation at the workstation
workplace
VSAS STO3: ARTA ALIGNED COMPLIANCE AND REPORTING REQUIREMENTS
LSSTO2: P1 2 Citizen’s Charter 95% 95% 4(4|5(433
ARTA Compliance: satisfied
aligned compliance and
Reporting requirements |a. Citizen/client satisfaction
survey report
VSAS MFO LS (for Library Services)
Pl 7. No. of inventory 1 inventory To be
conducted accomplished on
the next rating
riod
LS 2 Reader’s Services [Pl 1 No. of clients availed the
library facilities, services &
resources.
a. Number of books Process books for check- | 10 books Tobe
processed for check-out and |out and or check in accomplished on
or check in the next rating
period
b. Number of student Verified, checked and To be
accounts verified, checked cleared for clearance 200 student accomplished on
and cleared for clearance urposes accounts the next rating |




purposes period
LS4 P1 1. Number of activities, Attend/ facilitate activities, | 9 activities, 5 4.67 |ULC Meetings
Programs/Training and |meetings, programs attended/ |meetings/ programs meetings,
Activities assisted/facilitated etc.
Pl 2. Number of trainings/ Attend/ facilitate trainings/ | 3 trainings 3 4.67 |1. Mental Health
webinars attended/facilitated |webinars/ seminars Wellness
Seminar
2. Social
Security
Systems
Coverage and
Information
Seminar
3. Financial
Wellness by
Cocolife
LS 5 Support to Pl 1. Number of sets of Prepares and consolidates 2 1 4 |For COPC
Quality Assurance, Supporting Documents needed documents Documents 1. List of
Program and prepared for AACCUP, trainings
Institutional RQAT, COPC, etc. Survey attended by the
Accreditation Services |visits Librarians
UMFO 6- GENERAL ADMINISTRATION and SUPPORT SERVICES
LS GASS 1 Frontline |PI. 1 Efficient & customer Entertain visitors/ clients 0% 0% 5
Services friendly frontline service: Zero |with zero complaint served| complaint
percent complaint from clients
served
LS GASS 2 Admin and [Pl 1. a. Percentage of Querries answered and 95% 95% 4.67
Facilitative Services |querries answered and attended (both face-to-
attended (both face-to-face |face and online)
and online)
b. Percentage of time log Review and check HRIS 95% 95% 4.33

appeals, leave applications
and work schedules verified
and checked as authorized by

for log appeals, application
for leaves, work shedule,

efc.




the Chief Librarian

Pl 2. a. Number of pertinent |Prepared and processed 50 70 5

documents for pertinent documents for documents

administrative/financial administrative/financial

matters prepared and matters

processed

b. Number of notices, Prepares notices, 10 15 4.67

attendance sheets and attendance sheets and

minutes prepared minutes

c. Number of Office Reports |Prepares and consolidates| 2 reports To be

prepared and/or consolidated |reports accomplished on
the next rating
period

Pl 3. Number of committee  |Attended/ facilitated 5 meetings 3 4.33(1. Core dDRC

meetings attended and/or committee meetings (3)

facilitated

P1 5. Number of PPMP/PR Prepare, signed and 1 - To be

prepared, signed and submitted PPMP/PR thru accomplished on

submitted SPPMIS the next rating
period

Pl 8. ISO aligned documents

a. Number of records filed Sorted and filed controlled 100 112 4.67

and controlled for ISO (DDRC |documents

Work)

b. Number of ISO related Prepared and 50 29 4

documents prepared and disseminated ISO related

disseminated documents

OTHER TASKED
ASSIGNED

A. Core dDRC under

OVPPRGAS/OVPSAS

(Member)

a.1 Percentage of monitored |Ensure and monitor proper 433

and supervised ddrcs control of documents 95% 95%




B. Maintaining and updating

of the VSU Transparency

Seal (Member)

b.1 Percentage of posted Posting and updating 95% 100% 5|5|5| 5

reports to the VSU reports to the VSU

Transparency Seal on time | Transparency Seal

C. Compliance with quarterly

submission of BAR (Member)

c.1 Percentage of monitor Monitor and update 95% 95% 4 4|5|433

update for the licensure exam |licensure examination

result

D. ADPA (Member)

d.1 Percentage of Prepares payroll and posts 95% 100% 5|5|5| 5

administrative staff requests |ADPA Financial

served Transaction to the Ledger
Total Over-all Rating 77.67
Average Rating 4.57
Adjectival Rating 0
Average Rating (Total Over-all rating divided by 4) 4.70 Comments & Recommendations for Development

Additional Points: Purpose:
Approved Additional points (with copy of approval) Though she is adjusting and learning, she is

FINAL RATING 4.70 very diligent and trustworthy.
ADJECTIVAL RATING 0




Approved by:

VP. Affairs and Services
e JUL 26 2B

1 - Quality 2 - Efficiency 3 - Timeliness 4 — Average



